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Welcome to the instructional video of the Electronic
Voucher Payment System (EVPS) which processes
DC40’s also known as Lists of Allowances.

You will note that most devices including Smart
Phones, tablets, Macs and PC’s will be supported.

In addition, most browsers are supported, such as
Microsoft Edge, Google, Bing, Firefox, etc., however,
Internet Explorer is not supported.

ELECTRONIC VOUCHER PAYMENT
SYSTEM

VIRGINIA’S

Judicial Branch Agencies.
Programs.
Judicial Branch Expenditures

Office of the Executive Secretary

The Electronic Voucher Payment System can be
found on the VA Courts Website (vacourts.gov).
Click in the Online Services TAB and the Electronic
Voucher Payment System is in the list in alphabetical
order.

VIRGINIA’S

Assistance with Protective
Orders (I-CANT)

Judicial Branch Agencies

Programs
ia Judiciary E-Filing
Judicial Branch Expenditures (VIEFS)

ystem (VACES)

e of Birth
Confirmation (VDBC)

Case Status and Information 3

Circuit Court Secure Remote 3
Access to Land Records

Employment Opportunities

Foes

On this page you may click on the Electronic
Voucher Payment System link and that will take you
to the registration/login page.

Please note this page also provides the training
materials, as well as the Privacy Policy and Terms
and Conditions of Use.
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In order to create a new account within EVPS, you
must already be an active OES vendor receiving
payments for DC40 vouchers. If you are not an OES
vendor, then you must complete the IRS W-9 form.
This form must be on file with OES before payment
to attorneys can be processed.

On the right side, under create a new account,
please enter your Vendor F.I.N. number or your
Social Security Number (The VENDOR F.I.N. refers to
your Federal Identification Number provided to you
by the IRS).

Then enter your Virginia State Bar Member Number
and click the Sign Up button.

VERIFICATION PROCESS

New Registration

Vendor ELN. or SSN

Upon entry of your Vendor F.I.N. or Social Security
Number and your VSB member number you will be
prompted to click the “Get Verification Code”
button. The system will verify your information with
the Virginia State Bar website based on the data
entered.

You will receive a verification code in the email
address that is associated with your Virginia State
Bar account. If you do not receive a verification
email or if the email on the verification screen is
outdated, please contact the Virginia State Bar to
update your profile.

Subject QA - Your EVPS User Registration Request Form Has Been Received

To 23002_qga_test_vsb

From noReply@vacourts.gov

Received.  Sun Jan 05 2020 15:38:43 GMT-0500 (Eastern Standard Time)
Sending IP

Parts

Attachments.

Regards,
EVPS

This email was sent from a notification-only address that cannot accept incoming email. Please do not reply to this message

Once you receive the email, you may either select
the EVPS icon, which will take you to the registration
page with your verification code filled in, and you
will be required to enter your Vendor F.I.N. or SSN
OR you may enter the verification code on the new
registration page.

Office of the Executive Secretary
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\I@) Electronic Voucher Payment System

Vendor F1N. or SSH

VS8 Member Number
23002
Email 1D i VSB (Click here to get the latest Email registere with Virginia State Bar]

Got Verification Code.

Verification Code

you

Note: once you have completed registration, you
may edit the email address, as needed.

COMPLETE USER REGISTRATION

Electronic Voucher Payment System

Upon successful entry of the verification code, you
will be directed to create a User ID and Password.

Please note while entering the information, for your
security, the requirements are listed on the screen
for the successful creation of the User ID and
Password.

The password must contain at least 3 of the
following characters:

e upper case letter,

e |ower case letter,

e number and/or special character.

Additionally, users are required to change
passwords every 90 days and passwords may not be
re-used.

SECURITY QUESTIONS

Electronic Voucher Payment System

Office of the Executive Secretary

You will now be directed to a list of security
guestions. These questions will be populated and
will require your unique answers at any time that
you access the system from a different browser
and/or device.

Department of Judicial Services
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Electronic Voucher Payment System
Terms and Conditions of Use
End User License Agreement)
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At this point, you will need to accept the Terms and
Conditions of Use of the Electronic Voucher
Payment System.

REGISTRATION COMPLETE

Electronic Voucher Payment System

Registration Complete

o Your

or directly from the home page.

You have now successfully completed your
registration.

You may log in to the EVPS system with the User
Name and Password you provided.

Virginia Judiciary Electronic Systems

PERSONAL INFORMATION

ectronic Voucher Payment System

Office of the Executive Secretary

Once logged in, your personal information will
populate based on the information from the Virginia
State Bar.

This information may be edited for voucher
purposes at any time, as necessary.

Department of Judicial Services
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VOUCHER PREFERENCES

lectronic Voucher Payment System

VOUCHER PREFERENCES

Versdor FLN. or S5 &
Payee Name

Auddiress Line 14
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Next you will be directed to fill out your Voucher
Preferences. There is the option to add more
vendors, by clicking the “Add New Voucher
Preference +” You may also delete vendors as
needed.

This information may be edited for voucher
purposes at any time, as necessary.

START CLAIMS AS A GUEST

[ ronic Voucher Payment System

lectronic Voucher Payment System

Office of the Executive Secretary

Instead of registering, you may submit a voucher as
a guest, without an account.

You will need to enter your Vendor F.I.N. number or
your Social Security Number (The VENDOR F.I.N.
refers to your Federal Identification Number
provided to you by the IRS).

Then enter your email, accept the Terms and
Conditions, and click “Get Verification Code.”

The system will verify your information with the
Virginia State Bar website based on the data entered
and an email will be sent with a verification code.
You will then enter the verification code, accept
Terms and Conditions, and click “Start Claim”

Department of Judicial Services
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l@ Electronic Voucher Payment System

VEMDOR INFORMATION

Vendor FLN. or SSN

PAY TO THE ORDER OF
Payee Name

Attorney Name *

Address Line 1

TRACK CLAIM STATUS - GUEST

ectronic Voucher Payment System
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You will then be prompted to complete Vendor
Information, Pay to the Order of, and begin your
voucher submission through the Court Information
section.

As a guest, you may track your claim status.

You will need to enter your Vendor F.I.N. or Social
Security Number, the Vendor Voucher Number, and
click the “Track Voucher” button.

REGISTERED CUSTOMERS

Electronic Voucher Payment System

Vendar FLN, or SSN

VS8 Member Humber

Registered users will sign in using their User Name
and Password provided upon completion of the
registration portion of the system.

If you are a registered user and do not remember
your user name or password, please use the Forgot
user name? or Forgot password? to have your user
name or password emailed to you. For more details,
please see the “Forgot User Name” and “Forgot
Password” sections of this presentation.

Office of the Executive Secretary
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Home Screen

ctronic Voucher Payment

Submitted Date Last Updated Date

Once you have successfully logged in, you will be
directed to your home screen.

You will notice several icons on the upper right side
of the screen.

n Home- At anytime, will take you back
to this screen.

Start a new voucher. Additionally you

may select in the lower right corner.

n Search- see the “Search” section of
this presentation.

° n Help- direct you to the EVPS page on
vacourts.gov

° Settings - see the “Settings” section of
this presentation.

° E Logout

You may also search by voucher number.

Find by voucher #

DASHBOARD

ctronic Voucher Payment

Voucher Number Submitted Date Last Updated Date

161) - WHOVILLE J & DR DISTRICT COURT v

| 185C - TAZEWELL COUNTY CIRCUIT COURT >

710C - NORFOLK CIRCUIT COURT >

Additionally, you have access to a Dashboard which
will include all your vouchers with their reflected
status.

More specific information regarding each voucher
may be viewed by clicking the blue link on the
individual voucher number

Office of the Executive Secretary
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@Elcctronic Voucher Payment System

At a glance you can track where the voucher is

during the approval and payment process.
A s o e
Y o= Note you may click on the dotted line to extend the
timeline.
I :
SORII TR To view the information you submitted, simply click
e - “View Details.”

Electronic Voucher Payment System

19-253587 Sent to Court
1
11911210100 <;:| Vendor ELN. or SSN 111 (VND0000056458) Vendor Reference
¢ hancock
{l 1 T
B | Ao ces Cade's 16.1-267 Court Name WHOVILLE J & DR DISTRICT COUR Pay
Amount $120.00 STATUS
Dec 30,2615, 35330 P Voucher has been sent to Court Then select the case number on the left, if you want
Byr
to see the whole voucher.
Dec 30, 2019, ° Voucher Drafted.
By
TRACKING
Vendor Signature: /S/ (Dec 30, 2019, 3:53:30
PM)

You may Search for vouchers by a specific Court,
and/or additionally by:

SEARCH

Voucher Number

@ Electronic Voucher Payment System Case N um ber
Defendant or Juvenile Name
— Judge
it e b - e e Voucher status
I i ' Trial/Service Date
- =3 i Submitted Date or by date range

Mediator ID

Office of the Executive Secretary Department of Judicial Services
Rev: 05/20
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SETTI NGS To view or update any of your account information,
click the settings icon, and choose from the four

= options:
@:p Electronic Voucher Payment System

T ——— Personal Information, Change Password, Modify
T — Security Questions, and Voucher Preferences.

185C - TAZEWELL COUNTY CIRCUIT COURT >

710C - NORFOLK CIRCUIT COURT 3.

Personal Information

PERSONAL INFORMATION

J—_— Your personal information is populated based on the
information from the Virginia State Bar.

Last Name Middle Name

Test

Address Line 1% Address Line 2

This information may be edited for voucher purposes
il i ikand at any time necessary.

City VA 2219
@ Phone * = Email %

7038601360 EVPSSupport@

Change Password

CHANGE PASSWORD

Please enter your current password %
New Password

Confirm new password #

At any time, you may change your password.
Complete the required fields and click “Save.”

ng 4 characteristics:

their passwords every 90 days.
y not be re-used

Office of the Executive Secretary Department of Judicial Services
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Modify Security Questions

EDIT SECURITY QUESTIONS
ity ___ At any time, you may modify your security questions.
hat was your childhood nickname . . . . « »
Complete the required fields and click “Save.

Question 2: ¥
What is the name of your favorite childhood friend
Question 3: %

What street did you live on in third grade

Voucher Preferences

At any time, you may update, delete and/or add new
vendors under your Voucher Preferences. Complete
the required fields and click “Save.”

Office of the Executive Secretary Department of Judicial Services
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FORGOT USER NAME

4

g | -\ 3
_‘Sjl:[cclromc Voucher Payment System
N s ot

Create a new account
Vendor FLN. or SSN

Once you have successfully registered with EVPS
and, if at any time you do not remember your user
name, simply click on the link, “Forgot User Name?”

You will then be directed to enter your Virginia State
Bar member number, and click, “Continue”

Electronic Voucher Payment System

Forgot username?

Enter VSB member number

Forgot usemname?
Enter VSB member number

Preferred Mode of communication
# khat**@vac* go*
Get User Name

If you do not have access to the preferred mode of communication, please click here
to send the usemame to Email 1D registered in Virginia State Bar i different from
Email ID registered in EVPS.

Then enter your email address and “Verify.”

Verify Email Address

Please confirm your email address kha'

You will then be redirected to the login page, and
receive an email with your user name.

N noRe) racourts.

QA - EVPS Recover Username

o @ Kati Han

We have sent you this email in résponse 10 yoUF rEQUESE 1o recover your EVPS ussmame.

Username: K23003

Click here [ZSTTSEEERN 1 rc<et your password.

gov

If you have any g ,, please contact fov.
Regards,

Eves

This email was sent from Iy address that email. Please do nat reply 1o this message

message. Destination e-mail addresses have been modified based on the configuration Actual Mail addresses included in the message are: To

This message is sent from OA Test Server.And is only for testing purpase. Please disregard this

skhancock@vacourts.gav

Office of the Executive Secretary

Department of Judicial Services
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FORGOT PASSWORD

& - - :
@?} Electronic Voucher Payment System
e

Create a new account
Vendor FLN. or SSN

VSB Member Number

& sgnup

Office of the Executive Secretary

If, at any time, you do not remember your password,
simply click on the link, Forgot Password. You will
then be directed to enter your user name and click,
“Continue”

lectronic Voucher Payment System

Forgot Password?
Enter Username

Upon entry of your user name, you will be prompted
to select the “Get Verification Code.”

Forgot Password?

Enter Username

faaos

Preferred Mode of communication

cess to the preferred mode of communication, please click here
to send the verification code to Email ID registered in Virginia State Bar if different
from Email ID registered in EVPS.

Note: If you do not have access to the mode of
communication, you have the option to send the
verification code to the email address associated with
the Virginia State Bar.

Then enter your email address and “Verify.”

Verify Email Address

Please confirm your email address kha

Department of Judicial Services

Rev: 05/20
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You will then receive an email with your verification
code.

Thu 1
N noReply@vacourts.gov
QA - Your EVPS Forgot Password Request Form Has Been Received
To @ Kati Hancock

Your EVPS passcode is 108367.
Be aware that the passcode contained in this email expires 10 minutes after its generation.

Regards,
EVPS

This email was sent from a notification-only address that cannot accept reply

This message is sent from QA Test Server.And is only for testing purpose. Please disregard this
dified based on the confi Actual Mail included in the message are: To

message. Destinati | addresses have bs

Enter the verification code and select “Continue.”

@“ Electronic Voucher Payment System
A

« If the entered data is right, we have sent you a verification code to kha*****@vac*****.go*
Forgot Password?
Enter Username

k23003 Continue

Preferred Mode of communication

Get Verificaiton Code

If you do not have access to the preferred mode of communication, please click here
e to Email ID registered in Virginia State Bar if different

S,

1o send the verification
from Email ID registered

Verification Code

Then create a new password and continue with your
login.

Forgot Password
New Password :

Confirm Password :

For your security, all passwords must meet the following requirements:
e They must be at least 8 characters in length; and
e They must not contain the user’s account name; and
* They must use at least 3 of the following 4 characteristics
English upper case letters (A-Z)
English lower case letters (a-2)
Numbers (0-9)
special characters (!@#$*%&)
® Passwords may not be re-used.

Office of the Executive Secretary Department of Judicial Services
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RESET ACCOUNT
€

lectronic Voucher Payment System

Kegistered Customers/ Wew Registration

Create a new account
Vender FLI. o1 SSH

VS8 Mermber Number

& sonp

PAGE 14

If you are a registered user and have been locked
out of your account, please enter your Vendor F.I.N.
or SSN and your VSB Member Number, then select
“Reset Account.”

Next, click the “Get Verification Code” button.

Reset Account

Vendor F.I.N. or SSN

Show Vendor FLN or SSN

VSB Member Number
23003

Made of

® kha*t @vact*+ go*

Get Verification Code

If you do not have access to the preferred mode of communication, please click here
to send the verification code to Email ID registered in Virginia State Bar if different
from Email ID registered in EVPS

If you do not have access to the registered Email ID in VSB, please update in VSB and
restart the reset account process. Click here to begin the reset account process.

Note: If you do not have access to the mode of
communication, you have the option to send the
verification code to the email address associated with
the Virginia State Bar.

Then enter your email address and Verify, and you
will receive a verification code from the selected
mode of communication.

Verify Email Address

Please confirm your email address kha'

Thu 17162020
N noReply@vacourts.gov
QA - Your EVPS Account Reset Request Form Has Been Received

Your EVPS Account Reset Request Form has been received.

You may begin your submission by completing the following steps:
1.Goto] OR,

2. Enter your passcode 630670, then click Continue.
Be aware that the link and verification code contained in this email expires 10 minutes after its generation.

You will receive an email regarding your account after you pleted the EVPS user

Regards,
EVPS

This email was sent from a notification-only address that cannot accept incoming email. Please do not reply to this message.

This message is sent from QA Test Server.And is only for testing purpose. Please disregard this
message. Destination e-mail add ified based on ion Actual Mail add: luded in ge are: To

Office of the Executive Secretary

Department of Judicial Services
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Once you receive the email, enter your verification
code, and click “Continue.”

o If the entered data is right, we have sent you a verification code to kha*****@vac****4go*. x

Rse! LT

Vendor ELN. or SSN

Show Vendor FLN of SN
VSB Member Number

23003

Preferred Mode of communication

® khat***@vact*** go*

Get Verification Code

If you do not have access to the preferred mode of communication, please click here
to send the verification code to Email ID registered in Virginia State Bar if different
from Email I registered in EVPS,

Verification Code

You will then create a new password.

Reset Password

User Name: 23003

New Password :

Confirm Password :

For your security, all passwords must meet the following requirements:
e They must be at least 8 characters in length; and
e They must not contain the user's account name; and
e They must use at least 3 of the following 4 characteristics:
English upper case letters (A-Z)
English lower case letters (a-z)
Numbers (0-9)
special characters (|@#$*%&)
e Passwords may not be re-used.

Note: Your user name is displayed.

Office of the Executive Secretary

Department of Judicial Services
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START NEW VOUCHER

Electronic Voucher Payment
System

Voucher Number Submitted Date Last Updated Date Requested Amount

161) - WHOVILLE ) & DR DISTRICT COURT >

IRCUIT COURT >

VENDOR INFORMATION

Vendor F.ILN. or 55N
111(VNDODD0OS6458)
VSB Member Number %
PAY TO THE ORDER OF

Payes Name

COURT INFORMATION
Court Type

Select a Court Type
Court Name

Select Court ©

Continue

Vendor Voucher Number
20-253616

Vendor Referance (Ciotional

Address Line 2

State Zip Code

To start a new voucher, select the “+” icon in the
upper right corner. Additionally, you may select the +
sign in the lower right corner.

You will notice there are three sections:

VENDER INFORMATION includes the
Vendor F.I.N. or SSN, VSB Member Number,
Vendor Voucher Number, and Vendor
Reference.

The Vendor Reference is an optional free
form field for your personal internal use. This
information will be printed on the check stub
for your reference. Do not use any
characters other than numbers or letters in
this field.

Note: If you have more than one Vendor
added on your account, make sure the
correct Vendor is selected from the drop-
down.

PAY TO THE ORDER OF, is simply how the
check should be written and requires an
entry, including address.

COURT INFORMATION, includes COURT
TYPE which requires you to select the level
of court, for example Circuit, Combined or
General District, or J&DR; COURT NAME
which requires you to select the name of the
locality that this case was heard.

Once you have selected the required information,
click CONTINUE

Note: Only the courts that are participating in this
program will be available in the dropdown.

Office of the Executive Secretary

Department of Judicial Services
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You will now be directed to the list of code sections
from the Chart of Allowances.

CHART OF ALLOWANCES

There is a “Reference to DC-40” link that will open a
blank DC-40.

Please select the appropriate Chart of Allowance
code section that applies to this specific case. If

a needed, you will have the option to edit this selection
O 1221355 Appeintment o substitate forCommonnsath Atorey i | before submission.
O 12258 g e e N g n e For your convenience, your frequently selected code
sections will move to the top of the list for future
entries.

At this point, you will note a variety of learning tools
that are provided in various fields throughout the
system. These tools will only populate for the first
few times the system is initiated. You have the
option to view these tools or skip them.

Displayed on the left side of the banner batr, is the
Vendor Voucher Number, the status of the current
voucher, and a refresh icon.

m Electronic

20-254031 Draft &

_Allowances Code __ | 19213 @

Displayed on the right side on the banner bar:

Start New Voucher Status Expenses $0.00

T e e g,

-

e S e

e “Start New Voucher,” when selected will
allow you to start a new voucher.

e “Status,” when selected will show you a
detailed summary of the status thus far.

o “Expenses,” when selected will show you
expenses for all charges on the voucher.

e Lastly, at the end of the banner bar, will be
the total amount for the voucher.

Office of the Executive Secretary Department of Judicial Services
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Below the banner bar is the Voucher header, if
needed you may edit the fields by selecting the edit
icon.

{lectronic Voucher Payment System

Lememe

TIME SPENT FOR THIS CHARGE 3

On the left of the screen there is an “ADD CASE
NUMBER” button. This allows you to submit up to 10
cases on one voucher. Before adding case numbers
to your voucher, select, “Save as Draft” first.

Please note that if a case is rejected, all cases on the voucher will be rejected. Once the correction(s) have been made
to that case, it can easily be resubmitted for payment.

The DC-40 Voucher is divided into 5 sections, Case Information, Time Spent for this Charge, Attachments, Expenses
for this Charge, and a Waiver section, for more details, see the corresponding sections within this presentation.

There is also a Summary of this Charge section. This section provides the Fee amount claimed, total expenses, Waiver
amount requested, and the Total amount claimed.

Note: Based on your voucher submission, please check the appropriate box or boxes. For example, if you served as
co- counsel, please select the box, "l was appointed and served as co-counsel in the above case.”

If at any time you need to delete the voucher, you may click the “Delete Voucher” button, if at any time you need to
save the voucher and continue later, click the “Save as Draft” button. Please note, that the case management system is
only available between the hours of 7:00 am and 7:00 pm on business days. However, this system will allow the “SAVE
AS DRAFT” option to be selected at any time to preserve the entered data and allow the DC40 to be completed at a
later time. If a case is saved after 7:00pm, the voucher will not be submitted until the information has been verified on
the next business day. You will receive an email once the voucher information has been verified against the case
management system.

Once you have completed your voucher, and ready to submit, click the “Send Voucher to Court” button.

Office of the Executive Secretary Department of Judicial Services
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You will notice a RED question mark in the corner of
each section along with blue, underlined fields, by
CASE INFORMATION clicking them, a HELP screen will appear and provide
a brief description of the corresponding field and
section.

tronic Voucher Payment System

@ + Q © # ©&

Start New Voucher Status Expenses $0.00

13
)
1
b
5
5

VSB Member Number 23003 4
ito the order of Kati Hancock, Address, Richmond, Va 23219
)
; (2}
ginal Code § % Allowances Code § Revocation
2.2 19.2-163 Edit

s
1.
$
}
Y
)

e of Representation Appeal from Juvenile Court

}
3
Rt

For District Court Felony, Was Case Certified?

Case Judge *

‘_,‘W_‘

’

Starting with the case number, the required fields with the RED asterisks must be completed. Once the case number
has been entered, the next step is to click the Blue Circle with the White Arrow. By doing so, data will be populated from
the court's case management system to the appropriate fields (which will include some of the required fields).

You will note certain fields, such as Original Code Section, Case Type and Locality are not editable.

In order to submit a voucher, it is required to be a Commonwealth of Virginia case. Locality cases can not be submitted
electronically.

You will need to complete the other fields as they relate to your individual DC40 submission, such as OFFENSE TYPE,
ATTORNEY TYPE, CONFLICTED CASE, CASE JUDGE, etc.

When completing the CASE JUDGE field, click the “Select a Judge” button so you may search and select a judge.

- i W
4

Case Judge *

-

Select a Judge
i, SR T S, T .

i

The CONFLICTED CASE field should be marked with a YES, if a second court appointed attorney is being paid due to
a conflict with a prior court appointed attorney.

Other Remarks is an optional field that provides additional information to OES for payment processing. Please do not
enter any confidential information, such as TAX-ID or SSN, in this field.

Note: The remarks field will be required, if “YES” was selected for conflicted case.

Office of the Executive Secretary Department of Judicial Services
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TIME SPENT FOR THIS CHARGE

TIME SPENT FOR THIS CHARGE v
TIME SHEET DETAILS >

In Court time Hourly Rate §
Outof Court  Hourly Rate §
time

Total : $0.00

“In Court” and “Out of Court” time fields must be
listed separately.

You may enter your total in court and total out of
court time; or you may select "Time Sheet Details" to
break down your time by date.

The Hourly Rates and Compensation totals are
calculated by the system for each individual case.

TIME SPENT FOR THIS CHARGE v 2]
TIME SHEET DETAILS ¥
Date Description In Court Out Court Hourly Rate § ~Compensation $

B MM/DDAYYY MM HH:MM 000 000
& MM/DDAVYYY HH:MM 000 000
& MM/DDAYYYY HH:MM 0.00 000
& MM/DDAVYYY HH:MM 000 000
& MM/DDAYYY HH:MM 000 000

+

InCourttime  Hourly Rate § 000 Haurs o Minutes 0 $0.00

Outof Court  Hourly Rate § 000 Hours 0 Minutes 0 s0.00

time.

Total : $0.00

ATTACHMENTS

ATTACHMENTS v
Allowed file types: pdf,

The voucher will allow attachments, as required. For
example, if you are part of a conflicted case, and
have a substitution of counsel order, please attach.
Adding these various documents could provide
essential documentation, therefore less rejections
and faster payments.

These will need to be in pdf, jpeg, png or gif format.
Again, by clicking on the RED question mark, you will
open up a HELP screen that will explain the
attachment process.

Please note, this is not the place to attach receipts,
as they should be included in the EXPENSES FOR
THIS CHARGE section.

Click, “Click to browse,” select your document, and
then you will be prompted to select a category from
the drop-down. The Description field is optional.
Once completed, click, “Upload.”

Upload Attachments

Note: Please use expenses section if you want te attach any receipts.
File Name Category Description

@ Test.pdf
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EXPENSES FOR THIS CHARGE

EXPENSES FOR THIS CHARGE v
MILES TRAVELED ©
Date

+
OTHER EXPENSES ©

Date

+

Itemization must accompany all expenses claimed,
and receipts are required for each individual expense
over $20.

Mileage does not require a receipt.
Use the paperclip icon to attach any receipts, as

required. This feature will allow multiple receipts to
be added, if needed.

A e T A T
{

Number Of Miles Amount $

5 000

41 0 $0.00

}

i Category Amount $

\ AN 0.00
i $0.00

,
/
]
!
b
’
r
¢
i
¥
{
‘
r
|
|
.
f
]

Note: The “Description” field is mandatory if entered,
“Miles Traveled” or “Other Expenses.”

DC40A - WAIVER

Any court-appointed attorney seeking a waiver above
the statutory fee amount must complete the DC40A
(APPLICATION FOR AND APPROVAL OF WAIVER
OF FEE CAP) for each charge. Explanation for
waiver request is required.

Based on the waiver requested, please check the
appropriate box or boxes.

Note: There is a “Reference to Waiver” link that will
open a blank DC-40A form.

In addition, if you are submitting a voucher for a
waiver only (and expenses, if applicable), please
make sure to check the checkbox, “Apply only
Waiver Amount.” By checking this checkbox, the
“Fee amount claimed” field will become zero, and a
fee amount will not be permitted.
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You are also able to view an up to date timeline for
the stage of each voucher in the STATUS Tab.

At a glance you can track where the DC40 is during
the approval and payment process.

Note you may click on the dotted line to extend the
timeline.

lectronic Voucher Payment System

20-253605 Waiting for Court Approval & Start Mew Vousher Statue Experee: $700.00

1900002001 Vendor FLN. e SSN 171 [UNDODOIITE455) endor Reference VSB Menber Number 2100%
T oy 1asagy | CoMrName DML COLNT CaGUT G Py e orer o 1 it 25 o S 270

s 00 sTATUS

e I

+

TRACKING
ersdor Signatuses 57 HEHCULK, K21

U 1,200 BHOR NG Clerk Signature 37 CLAAS ELEAKN Dl 1 2020, 45101 16

The system provides an email to the registered email
address when a voucher has been rejected by the
Court, and when it has been processed by OES.

NOTES TO REMEMBER

< SAVE AS DRAFT may be selected at any time to preserve the entered
data and to allow the DC40 to be completed at a later time. This may be
used during off hours, as case management data is not available after
7:00 pm. If a case is saved after 7:00 pm., the voucher will not be
submitted until the information has been verified on the next business
day. You will receive an email once the voucher information has been
verified against the Case management data.

r=
1 #* 10 cases may be submitted per voucher. However, if one is rejected,
then all cases are rejected.

++ Vouchers submitted for Court of Appeals or Supreme Court of Appeals,
please make sure you are using the appropriate Chart of Allowance Code
§19.2-326.

Need assistance?

If you have any questi or ns, pl contact the Clerk’s Office
where you are submitting your voucher.

You may also contact the
HELP DESK at 804-786-7888 or email us at EVPSsupport@vacourts.gov
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